
To Access your Vendor Information 
 

1. Once you register as a new vendor you should receive an email similar to the 
following: 

 

 
 

2. Please make note of your Vendor ID Number as you will need this to update your 
vendor information. 

3. Return to the website (http://www.hanford.gov/chgcp/editVendorInfo.cfm).  
4. Enter the Vendor ID Number in the first text box labeled Vendor ID Number and 

click the button labeled Email Me the Form Number. 

 
 

5. Shortly you will receive an email containing the Form number that will allow you 
to update your vendor information similar to the following: 

 
 

6. Return to the website and enter the 2 pieces of information you have received via 
email; Vendor ID Number and the Form Number.  

7. Next click the button labeled Edit my Vendor Information. 
8. You should now see a screen similar to the following: 

http://www.hanford.gov/chgcp/editVendorInfo.cfm


 

 
 

9. From here you can edit your vendor information, ESH&Q information or change 
your form number to something a little easier to remember. 

 


